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* Did know you can magically change your
Authorization to appear as a DD Form

1610 or your Travel Voucher to appear as
a DD Form 1351-2 ?

* Follow these Instructions and you can be a
DTS Magician!
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= UPDATE ™ The OCOMUS mileage calculation using the
Defense Table of Official Distances (DTOD) link in DTS i=
now correctly calculating the distance between
QCORUS locations, Travelers who used a private vehicle
at OCOMUS TOYTAD locations after 3 &pdl 2009 and have
filed wvouchers mav need to amend their voucher for
reimbursement of the full amount for mileage driven. If
wou were not reimbursed correctly, wou should amend

wvour woucher by removing the orginal mileagze expensze,

Uszing the OTOD link, recalculate vour mileage and enter
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Click the Govt + Form buttons

Following infarmation represents the type of form and for attachment that will print far the various document types (Woucher,
Aduthorizations, Cash Advance),

Authorizations F Orders

Select all form app n printing a document, see footnote (*) below for explanation.

duthorizations:

(%) Gowt+Form () Govt
&) Gowt+Form () Govt i Mane
C Group Auth:
(%) sSummary () Summary & Individual

Itinerary Lizting (Check thiz box if wou want to print itinerary information far reservations,)

Youcher




File Edit “iew Favarites Tools Help

Now click on the Govt + Forms for the Voucher
(aka DD Form 1352-1)
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Youcher

Select all forms t ply. When printing a document, zee footnote (%) below for explanation.

Woucher:
() Diefault (o) Govt+Form () Gowt

Receipt Checklizt (Check this box if you want to print a page listing the receipts to be attached to a woucher)

Attachments

Fallowing represent a specified zection (block) on the corresponding farm listed, to print the document name, Check all that apply.

|:| Document History (Prints the electronic hiztary of a document and shows each ztep in the electronic approwval andfor processing of
the document. )

|:| Accounting Detail (Prints the subtotals of a document’s expenszes by accounting code and expense category.)

|:| Privacy act (Printz the Privacy Act Statement.)

Print Document Hame




File Edit “iew Favarites Tools Help

|:| Document History (Prints the electronic history of a docum
the document. )

One more click and you are ready
to scroll down to the bottom
and click “Save Form Details”

|:| Accounting Detail (Prints the subtotals of 3 document*s ex

|:| Privacy Act [Prints the Privacy sct Statement.)

Print Document Hame

in2 represzent "attachment" or additional pages that will print with the document,

3 of 3F1012 (Prints the document name on block, 3 of form SF1012.)
Elock 2 of 3F 1164 (Prints the document name on black, Z of form 5F1164.)
|:| Block 22 of DD1410 (Prints the document name on block, 22 of form DO1610.)

|:| Elock 1 of G457 (Prints the document name on block 1 of form GZAS7Y, )

Default—Frintz all the trawvel data in a comprehenszive, easy-to-read format,

Govt+Form -FPrintz the document information and government travel form on plain paper. The type of government travel farms printed vary
from agency to agency.

Govt -Frintz the document on a pre-printed government form, Insert a government form into your printer and DTS "fills out" the form blocks,
Hone-*Cazh advance zettings only, Turnz off the printing of a cash advance.,

Summary —Frintz the group authorization and one cazh 3 2 SUMMmary,

Summary & Individual-Prints the group authorization, p=h advance zummary, and a zeparate authorization and caszh advance for each
traweler in the group authorization.

Hote: vou must chooze a form type in the Cash Advance

ot a cazh advance to print for each traveler,

Save Form Default=




Ta-Dal

* Your Authorization now appears as a DD
Form 1610 or your Travel Voucher
appears as a DD Form 1351-2!

* You are a DTS Magician!



